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|. GENERAL INFORMATION

A. MONIES Overview

Management of Network Income, Expense, and Services (MONIES), is the software chosen by Centra Management
Services (CMS) for telecommunications billing, order management, inventory, and directory processing. MONIES is
designed to provide its users with the tools and knowledge necessary for management of telecommunications and
information resources. MONIES offer eleven integrated subsystems that share data files; CMS only uses six of the
subsystems. The subsystems used are as follows:

Order Management - Corporate Information Directory
Inventory Management - Network Analysis
Billing Management - Problem Management

The MONIES Database is divided into four distinct sections called ‘companies’. Each of these companies represents a
different type of service and/or different locationsin the state.

Company 1 containsinformation on voice services outside of Springfield, all pagers, cellular, and credit
cards statewide.

Company 2 containsthe “ State of 11linois Telephone Directory” information.

Company 3 contains information on all data circuits and equipment statewide.

Company 6 containsinformation on all Springfield voice services.

MONIES Company 2, the on-line directory system is available to all State of Illinois agencies, boards, and commissions.
This system is broken into two types of records: individual records (alphabetical listings of employees); and departmental
listings of State of Illinois agencies, boards, and commissions. There are two access methods for the directory system.
Thefirst access method allows users to inquire the entire Directory Database and requires terminal generation only (RACF
and MONIES access are not required). The second access method allows users to inquire and_update information
pertaining to their respective agency. Security clearance for both mainframe RACF and MONIES are required for update in
the directory database.

B. Directory Policy and Timing
1. Statewide Directory

The State of Illinois Telephone Directory consists of telephone listings for the State of Illinois agencies, universities,
boards, and commissions as well asindividual employee listings for state employees. It will ultimately be the responsibility
of the agency to ensure that the data for their particular agency is accurate. CMS will not be responsible for errorsin the
published directory. CM S will produce reports to assist agencies in maintaining the data. Agencieswill be given advance
notice prior to the cut-off date for printing the State of Illinois Telephone Directory. At this time the State of Illinois
Telephone Directory is published approximately every two years; when this changes agencieswill be notified.

The agency Telecommunication Coordinator will receive the information and reports for updating the listings for their
entire agency. The coordinator will be responsible for compiling the agency listing statewide and for submitting the
number of directories requested and the location of the agency directory delivery point. Additional directories are
available; please call 217-524-0560 for ordering information.
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[I. ACCESSTO THE DIRECTORY

A. On-Line Access
1. Requirements

On-line capability requires several hardware and software requirements. The two types of access are:
Universal Inquiry
Secured Agency Update Authority

Access requirements depend of the type of access desired --

For both access methods --
The agency must have aterminal/PC that can accessthe CMS Central Computer Facility.

The terminal/PC (or pool of VIDs for aLAN) must be defined / generated to the CICS MONIES region on the
“H” system.

Additional requirementsfor update access --
Contact your agency data processing technical support team for amainframe RACF ID.

Your RACF ID must be added to the MONIES tables by CM Ss Application System Development’s technical
support staff (217/785-6847).

A MONIES security Request Form must be completed and submitted to the CMS MONIES System
Administrator. The form can be found on the Telecom Web Site (http://www.state.il.us.telecom).
2. Keyboard

The standard 3270-keyboard layout on a 101 keyboard is shown below, but most emulator programs allow key function
changes as desired.

ALt FF1 || FF2 || FF= || FF4 FFE || FFE || FF? || FF= | FFa PF1aIPF11IPF12I Prsc -:m:q cir
1 z = o E E 7 = 9 "] - = Left Inz |HoH=| FA1 MHLE]Frmt =p
Tak q H - r 1 y u H o B A f ] De | |EEaF| FAZ HoHe| Up
Cap=s -] = d f a h ] k. | H : Lest Raht
Shift = b [ 1] b n H 2 . ! Shift Up DM
Ent-r
Fezet Alt Space Alt Enter Left|DoHn Rghtl Insert Oe |

“3270 Standard Keyboard Layout”
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B. Universal Directory Access (Inquiry Only)

NOTE: This access allows users to search and view information on individuals throughout the entire statewide
directory database. With some terminals (most are now on a LAN that uses terminal emulation software and draws from
a ‘pool’ of terminal IDs) it may be necessary to run an emulation program or depress a function key to access the Data
Center. Consult the Office Automation (or LAN) Help Desk in your agency with problems.

To accessthe directory for “Inquiry Purposes Only” perform the following:

irma Malnframe Display - [ 3 [C]] - After starting the emulator program or
=| File Edit Seftings Session QuickTools Window Help H press' ng thefunctlon key the screen
should show “Terminal Active Waiting
WAITING FOR LOGON for Logon"

Key in CICSPE - Press Enter

Connected O SESSIONC || 03007 | 10204M

Clear the screen using the Clear
Irma Mainframe Display - [ 3 [C]] H key (Pause key on mOSt PCS) .

=| File Edit Seftings Session QuickTools Window Help

NEEIREEEE MEED this eliminates the CICS logo
C 1 Qa

CIC

Connected (3] SESSIONC a1/001 0:22 Ak
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NMDS, PHONE . ,
Key in‘NMDSPHONE’ - Press Enter to
godirectly to. ..
NVDVDO5 STATE OF ILLI NOl S COVPANY P002 07/ 297 00
11: 37
NMOEDSO7 V4.2.0/ P00 CORPORATE | NFORMATI ON DI RECTORY
==>
____________ DI RECTORY SELECTI ON MENU I NQUI RE . The D”‘ectory Selection Menu
SEARCH SELECTI ONS: appears for the State of Illinois
1 NAME 10  RESP
2 PHONETIC 11 OTHER Company P002
3 FIRST NAME 12 NET AUTH
4 AU CODE 13 CABLE P ;
5  LOCATI ON CODE 14  TELEX - Toinquireby Name, key ina
6 MAIL CODE 15  ANSWBK wqn ; )
7 PHONE NUMBER 16 VEHI CLE 1 1" then key in the person’s
8 TIE cooe 17 VEHICLE 2 last name - Press Enter
NUM  DATA (UP TO THREE SELECTI ONS)
1 JONES____
F1=HELP F3=TERM NATE | NQUI RY F12=TERM NATE | NQUI RY
NVDVDO6 STATE OF ILLINO S COVPANY P002 07/ 297 00
11: 44
NMOEDSO7 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY
==>
INQUTRE SEARCH BY JONES PAGE
1
SEL  NAME AU PHONE NO MAI L CODE
" JONES, Adrienne 1022005N02 312- 814- 4884
USI LEWACS006N600
_ JONES, Adrienne 1022015801 217- 782- 1972 - Place an “X” next to the entry -
USI LSPFSB001D3
_ JONES, Alberta M 4923099999 708- 857- 2300 Press Enter
USI LEVPRV001000
X JONES, Al ex 4883022B01 217- 782- 9432
Pub Serv Admin USI LSPFRW003000
_ JONES, Alex J. 4165531999 217- 524- 4406
USI LSPF1J002000
_ JONES, Alice 4020105801 217- 785- 1567
US| LSPFSL003000
_ JONES, Annie L. 4927217N01 312-814- 4225
USI LCGL01007400
JONES, Annie R 4276000A01 312- 793- 9020

- US| LEWAES006000
SEL = X FOR DETAI L

F1=HELP F7=BACKWARD F8=FORWARD
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NVDVDO8 STATE OF | LLINO S- COWPANY P002 07/29/ 00
11:50
NMOEDS10 V4. 2.0/ POO CORPORATE | NFORVMATI ON DI RECTORY . )
==> .
77777777777 I NQUI RY | NDI VI DUAL LI STI NG Page 1 View the record detalls

FUNCTI ON: | EFFECTI VE: 05 15 89 LAST UPDT: MAM 02/20/96 .
1242 - To return to the Directory
LAST NAME: JONES SUFFI X: EMP/ SSAN#: STAT: i ess
FI RST: Al ex M DDLE: NI CKNAME: SeIeCtlon Menu pr FS two
TI TLE CODE: TITLE: Pub S Admi i i

RESP: Rehab Technol ogy OTHEE!: ery mo times (F3 will always back up,
ACCOUNTI NG UNI T: 4883022B01 AU DESC: REHAB-BLI ND SERVI CES

LOCATED: 618 E WASHI NGTON onescreen at ati me)
M.3: 488 M.2: 48830 M.1: 4883022 003 .
LOC CODE: USI LSPFRW03000 618 E WASHI NGTON
MAI L CODE: ELEC MAI L: SPRI NGFI ELD IL 62706 . To |Ogoff: Press Flz
E- MAI L:
PH 1: N 217 782 9432 2: 3:
NET AUTH: CABLE: INTNL AC: . . . .
TELEX: ANSVBK:
VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER: Y LOCAL: N (F12’ In thlsmOdeWIH terminate

VESSAGE: MQNIESregardlasofthecurrent
F1=HELP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU aCtIVIty)

C. Secured Directory Access Inquiry and Maintenance
NOTE: Accessthrough this method allows the user to update only those records they have authorization for.

To access the directory for “Update Purposes’, perform the following:

Irma Mainframe Display - [ 3 [C]] . Screen Shoul d ShOW “ Terml na'
Session QuickTools MWindow Help H . L. "
Active Waiting for Logon

LITING FOR LOGON . Key in CICSPE - Press Enter

] 50842

Connected O SESSIONC [T | 03007 | 10:204M
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Irma Mainframe Display - [ 3 [C]]
=| File Edit Settings Session QuickTools Window Help

O=2E FEE] (2]2] [RE] Al RSkt

Hel C
Connected O SEssioNC [C [ o101 2 AM

CESN

CI CS Sign-on
Type your userid and password:

Userid ==> PERMS5123

Password ==> aaaaaaaa
Language ==>

New Password ==>

PF 3=End
DFHCE3520 Pl ease type your userid.

NMXA

DFHCE3549 Sign-on is conplete (Language E).

Clear the screen using the Clear key
(Pause key on most PCs) -- this eliminates
the CICSlogo

Key in CESN - Press Enter

Key inthe RACF ID and password
information

Key inNMXA - Press Enter
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NVDMXO01 STONEHOUSE & COVPANY P002
13:49
NMOSX000 V4. 2. 0/ POO MONI ES SYSTEM

MASTER MENU
SELECTI ONS:

ORDER MANAGEMENT

| NVENTORY

Bl LLI NG ANALYSI S
CORPORATE | NFO DI RECTORY
NETWORK ANALYSI S
MANAGEMENT REPORTI NG
PROBLEM MANAGEMENT

PROFI LE

ELECTRONI C COMMUNI CATI ONS

©ONOUIAWNE

I

ENTER YOUR SELECTI ON

07/31/00

==>

AND YOUR SECURITY ID: XXXXX

VO CE OR DATA (VO OR DA)

F1=HELP F2=SWAP

NVDMDO 1 STATE OF | LLI NO S- COMPANY P002

MASTER MENU
SELECTI ONS

I NQUI RY
MAI'NTENANCE
REPORTI NG
TEXT

ENYAN NI

2

ENTER=PROCESS F1=HELP F2=SWAP F12=MONI ES MASTER MENU

ENTER YOUR SELECTI ON

07/31/ 00
==>

Page 1

Stonehouse & Company MONIES System
Master Menu appears

Key in“4" to access the Corporate Info
Directory and Company 2 password
Press Enter

Key in“2" for Maintenance.

Press Enter
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’I‘Z’Pgoms STATE OF | LLINO S- COVPANY P002 07/ 31/ 00 To search by Name, key in“01” and
NMOEDSO07 V4. 2. 0/ POO CORPORATE | NFORMATI ON' DI RECTORY ==> the person’s last name
l;;;;““ DI RECTORY SELECTI ON MENU

SEARCH SELECTI ONS:

1 NAME 10 RESP

2 PHONETI C 11 OTHER

3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE

5 LOCATI ON CODE 14 TELEX

6 MAI L CODE 15 ANSVBK

7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM DATA (UP TO THREE SELECTI ONS)
01 ANTHONY

F12=MONI ES MASTER

F1=HELP F2=SWAP F3=Cl D MENU
MENU

NVDMDO6 STATE OF | LLI NO S- COVWPANY P002 07/31/00

14: 04

NMCEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

UPDATE SEARCH BY  ANTHONY PAGE
1

ANTHONY, Eileen R 4277502999 708-338-6900
USI LMAYES001000
_ ANTHONY, Hank 5463100A02 312-793-8550
USI L5WACJ0101016
4277507999 312-626- 0180
USI L101ES001000
_ ANTHONY, Mary Ann 5862000B01 217-782-3370
Adult Ed & Literacy USILSPFBE004418C
_ ANTHONY, Yvette 4750101N02 312-814-4496
USI LCG101009300

SEL NANME AU PHONE NO MAI L CODE

C ANTHONY, Kenneth

SEL | =I NQUI RY C=CHANGE D=DELETE R=REI NSTATE
Tr* END OF SEARCH ***

R - ADD_FUNCTI ONS- -

NVDVDO8 STATE OF | LLI NO S- COMPANY P002 07/ 31/ 00
14: 08

NMOEDS10 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
7777777777 UPDATE | NDI VI DUAL LI STI NG

FUNCTION: C EFFECTI VE: 04 23 94 LAST UPDT: JMD 07/26/94
1304
LAST NAME: ANTHONY SUFFI X: EMP/ SSAN#: 349405279 STAT:
FI RST: Kenneth M DDLE: NI CKNAME:
TI TLE CODE: TITLE:

RESP: ES Service Rep OTHER:

AU DESC: DES- CARROLL ES OFFI CE
LOCATED: 4544 W CARROLL

ACCOUNTI NG UNI T: 4277507999

M.3: 427 M.2: 42775 M.1: 4277507 001 .
LOC CODE: USI L101ES001000 4544 W CARROLL
MAI L CODE: ELEC MAI L: CHI CAGO IL 60624
E- MAI L:
PH 1: N 312 626 0180 2: N 3: N

NET AUTH: CABLE: I NTNL AC:

TELEX: ANSVBK:

VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER: Y LOCAL: Y

MESSAGE:
F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F5=UPDATE F12=MASTER MENU

Toreturn to the Directory Selection Menu Press F3 three times.
To logoff: Press F12 to return to Master Menu
Press F12 - to exit MONIES System and F12 again to |ogoff

Press Enter

Placea”C” next to the entry

that needs changed

Press Enter

Make the necessary changes
Press Enter

System will prompt with
“Press F5 to Update” when it
is okay to proceed

Press F5 to save the changes
The system will then go back
to the Search Listing screen
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Notes: F3 (Universal key) - will always back up one screen at a time.

F12 (Universal key) - will back up to the Master Menu and save NOTHING.
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I[1l. DIRECTORY INQUIRY

A. EntrytotheDirectory Selection Menu
1. Universal Inquiry Access Entry
Universal Access goes directly to the Directory Selection Menu.

NVDMDOS STATE OF | LLI NO S- COVWPANY P002 07/11/00
11:19
NMCEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY
==>
_________ DI RECTORY SELECTI ON MENU I NQUI RE
SEARCH SELECTI ONS:
1 NAME 10 RESP
2 PHONETI C 11 OTHER
3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE
5 LOCATI ON CODE 14 TELEX
6 MAI L CODE 15 ANSWBK
7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM DATA (UP TO THREE SELECTI ONS)

F1=HELP F3=TERM NATE | NQUI RY F12=TERM NATE | NQUI RY

2. Secured Inquiry/Update Access
Secured access begins at the MONIES Master Menu.
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NI\D:I\SID(Ol STATE OF | LLI NO S- COWPANY P002 07/ 11/ 00
11: 31 woAn
NMOSX000 V4. 2. 0/ POO MONI ES SYSTEM ==> Enter “4” to select
—————————— ‘Corporate Info
MASTER MENU D”,.ectorya
SELECTI ONS: Enter the ‘ password’ for
1 ORDER MANAGEMENT
2 INENTQRY Compnay 2 (these
Bl LLI NG ANALYSI H
4 CO?\I;’&ATE I NFg) D RECTORY characters will not
5 NET K ANALYSI H
6  MANAGEMENT REPORTI NG display)
§  PROIEH MANAGEMENT Press Enter
9 ELECTRONI C COMMUNI CATI ONS
4 ENTER YOUR SELECTI ON

F1=HELP F2=SWAP

AND YOUR SECLRITY ID: XX XXX
VO CE OR DATA (VO OR DA)

Corporate Information Directory “Master Menu”

NMVDMVDO 1
15: 41
NMOEDSO01 V4. 2. 0/ POO

1
2
3
4

1

ENTER=PROCESS F1=HELP

STATE OF | LLI NO S- COMPANY P002 07/ 11/ 00

CORPORATE | NFORMATI ON DI RECTORY ==>

MASTER NENU
SELECTI ONS
I NQUI RY
MAI'NTENANCE

REPORTI NG
TEXT

ENTER YOUR SELECTI ON

F2=SWAP F12=MONI ES MASTER MENU

NVDMDOS STATE OF I LLI NO S- COVPANY P002 07/ 11/ 00
15: 35

NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
__________ DI RECTORY SELECTI ON MENU | NQUI RE

SEARCH SELECTI ONS:

1 NAVE 10 RESP
2 PHONETI C 11 OTHER
3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE
5 LOCATI ON CODE 14 TELEX
6 MAI L CODE 15 ANSVBK
7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE
NUM DATA (UP TO THREE SELECTI ONS)

F1=HELP F2=SWAP F3=Cl D MENU

F12=MONI ES MASTER MENU

3. Directory Selection Menu Screen

Enter “1” to select
Inquire
Press Enter

Directory’s Search Menu
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NVDMDO 5 STATE OF | LLI NO S- COMPANY P002 07/11/00
15: 51
NMOEDS07 V4. 2.0/ P00 CORPORATE | NFORMATI ON DI RECTORY ==>
__________ DI RECTORY SELECTI ON MENU
I NQUI RE

SEARCH SELECTI ONS:

1 NANVE 10 RESP

2 PHONETI C 11 OTHER

3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE

5 LOCATI ON CODE 14 TELEX

6 MAI L CODE 15 ANSWBK

7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM DATA (UP TO THREE SELECTI ONS)

The Inquiry screen isidentical to the Maintenance screen except that on it the word “Update” will appear in
the upper right-hand corner while in the maintenance mode.

There are 17 search parameters listed and two entry fields with rows for selecting up to three parameters to
filter the directory database.

The cursor will be positioned in the “NUM” column. Enter the number of the first parameter wanted in the
search.

Inthe “DATA" field, enter afree-form description (up to 20 characters) of partial or complete search criteria.
At least one parameter must be chosen from thelist and each “NUM” selected must have a corresponding
entry of at least one character in “ DATA.”

Up to three entries are allowed but only oneisrequired.

The message “No Match Found” appearsif the data does not exist on thefile.

B. Search Parametersand Their Use

The proceduresfor using the listed parametersto locate desired records are the same for I nquiry and Maintenance.

1.

Search Parameter Definitions
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NMDNDOS STATE OF | LLI NO S- COVPANY P002 07/11/00

]N;‘\;/'CISEESO7 V4. 2.0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

__________ DI RECTORY SELECTI ON MENU | NQUI RE

SEARCH SELECTI ONS:

1 NAME 10 RESP

2 PHONETIC 11 OTHER Up to 3 of the 17 listed directory

3 FI RST NAME 12 NET AUTH . .

+ AU ooDE 13 capLe fields as parameters or filtersfor

5 LOCATI ON CODE 14 TELEX performing a search may be used.
6 MAI L CODE 15 ANSVBK

7 PHONE NUMBER 16 VEHI CLE 1

8 TITLE 17 VEHI CLE 2

2 TI TLE CODE

NUM DATA (UP TO THREE SELECTI ONS)

F1=HELP F2=SWAP F3=Cl D MENU F12=MONI ES MASTER MENU

1. Name The name of an individual or

department for the search.
Whenever possible, include this field to reduce processing time and improve system response.
Permissible formats and their assumptions are:

1-John Doe First name followed by last name.

1- Doe, John When anameisfollowed by acoma, initial entry islast name followed by first name.

1-Doe If only one nameis entered, it must be the last name or the name of a department. e.g.,
Central Management Services.

Nicknames (if entered in records) may be used in place of first names; e.g., “Robert Smith” may be
located by typing “Bob Smith” or “Rob Smith.” |f a middle name is known, afirst initial should not be
used. If amiddle name is normally used with afirst initial (e.g., J. David Jones), enter the middle name
without the first initial (David Jones). When a last name has been changed, the old and/or new name
may be searched for a period of time.

2. Phonetic If unsure of spelling of last name, use search to generate listing of names that sound like the name. For
example, to locate “Mary Smith” records when unsure of last name spelling, use search to generate
listing of al records that “sound like” Smith (e.g., Smith, Smythe, etc.). Thefirst letter of last name must
be an exact match. May be used to supplement ‘ Search by Name.” Always use in combination with a
First Name, and/or AU, etc.

3. Firs¢ Name  When known, enter first name to speed processing. Nicknames (if entered in records) may be used in
place of first names; e.g., “Robert Smith” may be located by typing “Bob Smith” or “Rob Smith.” If a
middle name is known, afirst initial should not be used. If a middle name is normally used with a first
initial (e.g., J. David Jones), enter the middle name without thefirst initial (David Jones). If a person uses
two initialsinstead of afirst or middle name (e.g., J.R. Smith) search for thefirst initial only (J. Smith).

4. AU Code Search by Account Unit Code. If more than one location is associated with an AU, use search in
combination with either Name or Location Code. When searching by AU, the first record on the Search
Listing may be a departmental record.
5. Location Lists personnel by office site. Reduce the number of records produced by using Name and/or AU Code
Code for search. Groups of people may be listed by entering partial codes (Ieading characters).

6. Mail Code  Thisfidd isused for departmental records only. Do not usefor alphabetic records.
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7. Phone The telephone number to be searched.
Number
Format = 2173789784 (Do not use spaces, dashes, or periods).
Length = 10 positions (Area Code = 3, Prefix = 3, Line = 4)
Reduce the number of records produced by using Name and/or AU Code for search. Groups of
people may be listed by entering part of, or all of the AU code.

8. Title Thisfield is not used.
9. TitleCode Thisfield is not used.

10. Resp Thisfield is used to note the Division or Section of theindividual. Example: Telecommunications,
Executive Office, etc.

11. Other Thisfield isnot used. 15. Ansrbk Thisfield isnot used.
12. Net Auth Thisfield isnot used. 16. Vehiclel  Thisfieldisnot used.
13. Cable Thisfield isnot used. 17. Vehicle2  Thisfieldis not used.
14. Telex Thisfield isnot used.

Note: Any field noted as‘not used’ may be used by agenciesfor internal purposes.

2. Search Parameter Use

a). General Parameter Entry

Executing the search selection produces the Search Listing (Inquiry or Maintenance) containing the records that satisfy
the parameters entered. The system searches the CID Master File according to selected parameters and displays the
listing. For example:

To search for an individual with the first name of “John” and the last name of “Doe” type:

1 John Doe - Press Enter

The system responds to this search format by displaying alist of every “John Doe” in the CID Master File. The system will
find and return all records that begin the same as the entry. The system also interprets the comma to mean that the last
name comes first. To search for an individual with the last name “Doe” and a first name beginning with the letters “ Jo”
(like *John") type:

1 Doe, Jo - Press Enter

The system responds by displaying alist of every person in the CID Master File whose name matches this search format
like ‘Joanne Doe,” ‘John Doe and ‘Joseph Doe.’ Last names containing spaces, (e.g., VanDyke) may be entered in two
ways:

VanDyke or...

Vandyke
If entered as two separate words (Van Dyke), only the first work (Van) is used in the search.

b). Limiting the Search to Improve Performance

The MONIES system contains hundreds of thousands of records. In asearch for the name * Smith’ or ‘Jones’ the system
will find every occurrence of ‘Smith’ or ‘Jones.” To save time and resources, the search parameters must have enough
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specific information to limit the Search Listing return to the smallest number of records possible. The table below

recommends some good parameter combinations that will help narrow the search.

Sear ch Selection Combine With And/Or And/Or
1 Name 4 AU Code 5 Location Code
2 Phonetic 3 First Name 8 Title 4 AU Code
3 First Name 1 Name 8 Title 4 AU Code
4 AU Code 1 Name 5 Location Code
5 Location Code 1 Name 4 AU Code
7 Phone Number 1 Name 8 Title 4 AU Code

Enter al known information about a search to speed processing. For example, if searching for an individual with last name
“Doe", first name “John”, AU code “831", and title “Vice President”, enter:

1 Doe, John (new line)
4 831 (new line)
8 Vice President Press Enter

The system responds to this search format by displaying alist of CID Master File records for every Vice President named
John Doein AU code 831.

c). Search Listing Screen
NOTE: The Search Listing may contain both departmental and alphabetical records.

The contents on the screen reflect the search combinations selected, the screen display varies according to each search.
Thefollowing display screen shows alist generated by a*‘ Search by Name' for the name ‘ Thompson.’

NVDMDO6 STATE OF | LLI NOI S- COVPANY P002 07/ 14/ 00
10: 10
NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
| NQUI RE SEARCH BY THOMPSON PAGE 1
SEL NANVE AU PHONE NO MAI L
CODE
_ THOWPSON, Andrea 4261900R01 217-522- 2666 EXT 6455
Techni cal Support USI LSPFCNO01000
_ THOWPSON, Ant hony 4825808A01 312-793-7764
USI LSWAEP003000
_ THOWPSON, Archie 4206051W01 618- 993- 7236
USI LMRN01001000
_ THOWPSON, Barbara A. 4277557999 815-434-3111
USI LOTTE2001000
_ THOWPSON, Brigitte J. 3501001B01 217-782-2488
USI LSPFCT001196
_ THOWPSON, Charity 5880107B01 618-662-4474
USI LFLOE1001000
_ THOWPSON, Charlotte 4624400G01 815-987-7108
USI LRKFG1001000
SEL = X FOR DETAI L
**x BEG NNI NG OF SEARCH ***
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD

Results of looking for a‘ Thompson’ in CMS (AU Code ‘416'):
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Notice ‘End of Search,” at the bottom of the screen. Two records are all the system could find that satisfied both of the
search parameters.

NVDMDO6 STATE OF | LLI NO S- COMPANY P002 07/ 14/ 00
10: 17
NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
TNQUIRE SEARCH BY THOWPSON 416 PAGE
1
SEL NAMVE AU PHONE NO MAI L
CCDE
_ THOWPSON, John 4165542999 217-785-9203

USI LSPFI S001000
_ THOWPSON, Richard 4161005999 217-342-8296

USI LEFFD1001000
SEL = X FOR DETAI L
«x» END OF SEARCH »++
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD

To Action

Inquireindividual or departmental records Typean ‘X’ inthe SEL field of the record to inquire - Press
Enter

Page Forward (Backward) Press F8 (F7). The message “End of Search” (“Beginning

of Search”) appears when the bottom (top) of thelist is
reached.

d). Individual Listing Screen

To view one of thelistings, placean ‘X’ beside the record. If the selected record isthat of an individual, the Inquiry
Individual Listing isdisplayed.

NVDVDO6 STATE OF | LLINO S- COVPANY P002 07/ 14/ 00
10: 17
NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON' DI RECTORY ==>
TNQU'RE SEARCH BY THOWPSON 416 PAGE 1
SEL  NAME AU PHONE NO MAI L
CODE
X THOWPSON, John 4165542999 217-785- 9203

US| LSPFI S001000
_ THOMPSON, Richard 4161005999 217- 342- 8296

US| LEFFD1001000

SEL = X FOR DETAI L

«+» END OF SEARCH **»

F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD

Press‘Enter’ to view the full record.
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NN!DNDOB STATE OF | LLI NO S- COWPANY P002 07/ 14/ 00
l{lg/bééslo V4. 2.0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

I NQUI RY | NDI VI DUAL LI STI NG

FUNCTI ON: | EFFECTI VE: 04 24 91 LAST UPDT: CKP 01/11/94
0932
LAST NAME: THOMPSON SUFFI X: EMP/ SSAN#: STAT:
FI RST: John M DDLE: NI CKNAME:
TI TLE CODE: TI TLE:
RESP: BCCS- | SD- Sof t war e OTHER:
ACCOUNTI NG UNI T: 4165542999 AU DESC: CMs-BI CS- | SD- SOFTWARE
SERVI CES
LOCATED: 201 W ADAMS
M.3: 416 M.2: 41655 M.1: 4165542 001 .
LOC CODE: USI LSPFI S001000 201 W ADAMS
MAI L CODE: ELEC MAIL: SPRI NGFI ELD IL 62704
E- MAI L:
PH 1: N 217 785 9203 2: 3:
NET AUTH: CABLE: I NTNL AC:
TELEX: ANSVBK:
VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER: Y LOCAL: Y
MESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU I

. MONIES DIRECTORY MAINTENANCE DATA ENTRY
PROCEDURES

A. Record Type
1. Individual Records

Individual records are the records that produce the alphabetical listing of state employees in the directory. All users will
have access to these records statewide through the Universal Inquiry access method. Agency Telecom Coordinators and
their appointees are given update access to their agency records, they are then responsible for the maintenance of their
agency’ srecords.

2. Departmental Records

These records produce the departmental listings in the State of Illinois Telephone Directory. The update access is
available to Agency Telecom Coordinators and their appointees who have been trained in their use and maintenance.

B. Thingsto Remember

When entering information into the Middle Initial field, DO NOT use any punctuation.
If arecord is being deleted, always change thefield “Print?” to N and N.
Thefollowing fields MUST be keyed in upper/lower case:

First Name
Middle
Responsibility
E-Mail

When keying in alocation code, always make sure the correct address information appears on the right side of the
screen following “LOCATED.” If amessage “Location Not Found” appears, recheck the location code and reenter
correctly, or contact CM S Telecom; the location code may need to be added to the Directory Location Code File.
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When keying in an Accounting Unit, always make sure that the description appears on the right side of the screen. If

no description appears make sure the right AU was keyed in, if no description still appears, CMS may need to add it to
the Directory AU file.

Each user agency must internally establish some procedure to ensure that the coordinator is notified when changes
occur. Thiswill alow the coordinator to maintain the database more accurately and in atimely manner.

When adding new individuals, always inquire the database first to avoid duplicate records being entered.
F3 (Universal key) - will aways back up one screen at atime.
F12 (Universal key) - will back up to the Master Menu and save nothing.

C. Location Codes

A Location Code is a 17-character field in MONIES that is kept in a master table. This 17-digit code ties to a physical
address. The Location Code is made up of six sub-fields known as levels. Each level identifies a part of the mailing or
street address. Location Codes are unique to a particular address, the system draws the description of that address from
thistable. All users must understand the structure of Location Codes well enough to verify their accuracy. The following
will explain the levels, and the description fields that are used to build the mailing or street address.

1. Location Code Level fields

The following diagram will explain the ‘top-down’ relationships of the six levels:
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US IL SPF 1J 001 000__ is the Location Code for CMS's Comuni cations
Bui I ding, 120 W Jefferson St., 1st fl oor
(spaces break out the six levels and the final
two enpty spaces show that only three of five
possi bl e characters were used).

US XX XXX XX XXX XXXXX “Country’ -- REQUIRED, a two-character code
identifying the country (US = United States).

XX L XXX XX XXX XXXXX ‘State’ -- REQUI RED, a two-character code
identifying the state (IL = Illinois).
XX XX SPF XX XXX XXXXX ‘City’ -- a three-character code identifying the

city (SPF = Springfield, Chicago is broken
down into many city codes).

XX XX XXX 1J XXX XXXXX ‘Site’ -- a one or two-character code identifying
buil ding location / address (1J = 120 West
Jefferson St.)

XX XX XXX XX 001 XXXXX ‘Floor’ -- a one to three-character code identifying
building floor # (001 = first floor).

XX XX XXX XX xxx 000- - ‘Dist.Pt.” -- a one to five-character code
identifying specific (room#, suite #, etc.)
distribution point (000-- = a generic code

wi thout the last two characters that refers to
all people and equi pnent on the floor).

Location Code Structure

NVDMVLO2 STATE OF ILLINO S COVPANY P002 07/ 167 00 This screen is from the Profile Module and
10: 39 . X
NMOSL002 V4. 2. 0/ P00 LOCATI ON CODE MAI NTENANCE ==> shows where Location Codes are built. The
__________ FUNCTI ON:  CHANGE level fields are highlighted. The‘Country’ and
CoDE DESCRI PTI ON ‘State’ fields are salf explanatory from a
COUNTRY  US UNI TED STATES cursory review. The ‘City’ field is a three-
STATE IL ILLINO'S character code identifying the city. (SPF =
aTy  SPF SPRI NGFI ELD Springfield and Chicago ares broken down into
SITE 1J 120 W JEFFERSON many zone codes).
FLOOR 001
DI ST PT 000
COVPANY:
AU
ADDRESS: 120 W JEFFERSON
MAI L ADDRESS:
aTy: SPRI NGET ELD
ST/PROV ABBR: IL  POST. CD. 62702
PREV. UPDATE BY: LI NDA WHI TTHORNE 04/17/92 14: 20
NEXT KEY: US IL SPF 1J 002 000__
FI=HELP F2=SWAP
F3=LOCATI ON MENU F12= MONIES MASTER
MENU
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2. Location Code Description fields

NVDML02 STATE OF | LLI NO S- COWANY P002 07/ 16/ 00
10: 39
NMOSL002 V4. 2. 0/ POO LOCATI ON CODE MAI NTENANCE ==>

FUNCTI ON:  CHANGE

CODE DESCRI PTI ON This screen repeats the previous screen but
COUNTRY us UNI TED STATES has the description fields highlighted instead
STATE I ILLINO S of thelevel fields.

aTY SPF SPRI NGFI ELD
SITE 1J 120 W JEFFERSON

FLOOR 001
DI ST PT 000
COVPANY:
AU #:
ADDRESS: 120 W JEFFERSON
MAI L ADDRESS:
aTy: SPRI NGFI ELD
ST/PROV ABBR.: IL PCST. CD: 62702
PREV. UPDATE BY: LI NDA WHI TTHORNE 04/ 17/ 92 14: 20
NEXT KEY: US IL SPF 1J 002 000__
F1=HELP F2=SWAP
F3=LOCATI ON MENU F12= MONI ES MASTER
— Identifying Code Description
SITE May bethe
building name or address.
Example:300 E Monroe
500 S Second

Capitol Airport

An abbreviation may depict the address of a building (may or may not have any correlation to
the description).
Example:AD - 300 E Monroe
CK - 220 E Cook

An abbreviation may depict the name of the building.
Example:AB - Archives Building
SB - Stratton Office Building
A list of buildings to be printed has already been established by CMS.

The Site Level description field contains the address to be printed in the al phabetical listings.

FLOOR Three-digit Codefor Floor (I.E., 007, Bmt). If floor is not known the Default VValueis 000.
Thisfield will print in the alphabetical directory listings.

Allowed Abbreviations:
Con - Concourse
Bmt. Basement
or Actual Floor Number

DIST. PT. Five-digit code to identify aroom number, suite number, etc. If room/suite number is not known
the default code is 000.

Standard abbreviations/methods:
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RM - Room STE - Suite

COMPANY Not used at thistime.

AU# Not used.

ADDRESS Address associated with the location.

Allowed abbreviations:

- POBOX

- RR#(Rura Route#)

- RD (Road)

- LN (Lane)

- BLVD (Boulevard)

- PKWY (Parkway)

- HWY (Highway)

- PL (Place)

- DR(Drive)

- CT (Court)

- AVE (Avenue)

- PLZ(Plaza)

- CIR(Circle)

- CTR(Center)

- RR#3,POBOX 100

- Numbered Streets 10 and under may be spelled out, 11 and above may be
numeric (i.e., Second, Tenth, 11th, 21st)

MAIL ADDRESS Not used.
CITY City - thisfield printsin the alphabetical directory listings.
STATE State - thisfield printsin the alphabetical directory listings.

ZIP Zip Code - thisfield printsin the alphabetical directory listings.
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D. Directory Maintenance Search Listing Menu

This section describes the procedures for getting to the location of specific directory records selected for updating or
adding / deleting. Maintenance begins at the MONIES Master Menu.

NMDMXO01 STATE OF | LLI NO S- COVWPANY P002 07/11/ 00
11:31
NMOSX000 V4. 2.0/ POO MONI ES SYSTEM ==>

MASTER MENU - Enter “4” to ‘select’ Directory

SELECTI O\ - Enter your ‘ password’

ORDER MANAGEMENT ¢ )
| NVENTORY : Press ‘Enter
Bl LLI NG ANALYSI S

CORPORATE | NFO DI RECTORY

NETWORK ANALYSI S

MANAGEMENT REPORTI NG

PROBLEM MANAGEMENT

PROFI LE

ELECTRONI C COMMUNI CATI ONS

©O~NOURWNE

i

ENTER YOUR SELECTI ON
AND YOUR SECURITY ID: Aadaaaa
VO CE OR DATA (VO OR DA)

F1=HELP F2=SWAP

NNVDVDO 1 STATE OF I LLI NO S- COMPANY P002 07/ 11/ 00 ‘Master Menu’
15: 41
NMOEDSO1 V4.2.0/ P00  CORPORATE | NFORMATI ON DI RECTORY ==>

__________ MASTER MENU - Enter “2” to select Maintenance
SELECTI ONS - Press‘Enter’

I NQUI RY
MAI'NTENANCE
REPORTI NG
TEXT

ENYAY NI

2 ENTER YOUR SELECTI ON

ENTER=PROCESS F1=HELP F2=SWAP F12=MONI ES MASTER MENU

The Directory Selection Menu is displayed.

NVDVDO5 STATE OF ILLINO S- COVPANY P002 07/ 14/ 00 The procedures for using the listed parameters
10: 53 .
NMOEDS07 V4. 2.0/ P00  CORPORATE | NFORMATI ON DI RECTORY ==> to locate desired records are the same as those

__________ DI RECTORY SELECTI ON MENU upDATE | " Inquiry.

SEARCH SELECTI ONS:

1 NAMVE 10 RESP

2 PHONETI C 11 OTHER

3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE

5 LOCATI ON CODE 14 TELEX

6 MAI L CODE 15 ANSVBK

7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM DATA (UP TO THREE SELECTI ONS)

F1=HELP F2=SWAP F3=CI D MENU F12=MONI ES MASTER MENU
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Review and correct as necessary.

NVDVDO5 STATE OF I LLI NOI S- COMPANY P002 07/ 16/ 00
14: 48 wan
NMOEDS07 V4.2.0/ P00  CORPORATE | NFORMATI ON DI RECTORY ==> - - “1" in the NUM column to
__________ DI RECTORY SELECTI ON MENU UPDATE select NAME as the Pr' mary
search parameter -- this will
SEARCH SELECTI ONS: .
L e 0 resp cause the names to be sorted in
2 PHONETIC 11 OTHER aphabetical order.
3 FIRST NAME 12 NET AUTH
5 LOCATION CODE 13 TELEX
6 MAIL CODE 15  ANSWBK - “Jones” inthe DATA field as the
7 PHONE NUMBER 16  VEH CLE 1 S o .
8 TITLE 17 VEHICLE 2 beginning criteria will select
9 TITLE CODE
every record where the last name
NUM DATA (UP TO THREE SELECTI ONS) that begins “JONESXXXX".
1 JONBS
4 416 - “4” inthe NUM field to add the
- additional restriction of selecting
FI=HELP F2=SWAP F3=Cl D MENU F12=MONI ES MASTER MENU records with aparticular AU.

- Press“Enter” to bring up the

Maintenance Search Listing Screen.

NOTE: Each search category must have a corresponding entry under “DATA.”

The system compares the selection criteriawith Master Filerecords. If an exact match of the requested datais not found,
the selection listing screen displays“NO MATCH FOUND.”

The maintenance sel ections and add function codes are listed at the bottom of the screen.

NVDVDO6 STATE OF ILLINOI S- COVPANY P002 07/ 16/ 00
14:56
NMOEDSO7 V4.2.0/ P00  CORPORATE | NFORMATI ON DI RECTORY ==>
UPDATE seArcH BY JONES 416 PAGE 1
SEL  NAME AU PHONE NO MAI L
CODE
_ JONES, Alex J. 4165531999 217- 524- 4244

US| LSPF1J001000
_ JONES, Julia 4163050999 217- 782- 7722

US| LSPFSB005519
_ JONES, Linda 4163070999 217- 785- 9086

US| LSPFSB005503
_ JONES, Marilyn 4163015999 217- 524- 8701

US| LSPFSB005501  REC REI NSTATED ON
07/ 07/ 94
_ JONES- MYERS, Jacquel i ne 4160110999 217- 782- 5052

USI LSPFSB007704

SEL I =1 NQUI RY C=CHANGE D=DELETE R=REIl NSTATE
*%* END OF SEARCH *** --ADD FUNCTI ONS- -
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD FA=INDIV F9=0RG
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E. Maintenance Functions

1. Add
NNDVDOG STATE OF ILLINO S COVPANY P002 07/ 167 00
14: 56
NMOEDS07 V4. 2.0/ P00  CORPORATE | NFORMATI ON DI RECTORY ==
UPDATE searcH B JONES 416 PAGE 1 To add a directory record, search by
NAME (parameter 1 on the Search
SEL  NAME AU PHONE NO MAI L .
CODE Selection Menu) to ensure the entry
_ JONES, Alex J. 4165531999 217- 524- 4244 . .
USI LSPF1J001000 will not be a duplicate.
_ JONES, Julia 4163050999 217- 782- 7722
USI LSPFSB005519
JONES, Lind 4163070999 217- 785- 9086 .
- tnea US| LSPFSB005503 To add thelisting
_ JONES, Marilyn 4163015999 217- 524- 8701 L
US| LSPFSB005501 ~ REC REI NSTATED ON Press‘F4' ...
07/ 07/ 94
~ JONES- MYERS, Jacquel i ne 4160110999 217- 782- 5052

USI LSPFSB007704

SEL | =1 NQUI RY C=CHANGE D=DELETE R=REl NSTATE
**% END OF SEARCH *** --ADD FUNCTI ONS- -
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD FA=INDIV F9=CRG

NVDVDOB STATE OF ILLINO S- COVPANY P002 07/ 18/ 00
10: 06 . o .
NVDEDS10 V4.2.0/PO0  CORPORATE | NFORMATI ON DI RECTORY ==> This is the ‘add individual listing’
__________ UPDATE | NDI VI DUAL LI STI NG screen. It is enlarged on the next
FUNCTI ON: A EFFECTI VE: 07 18 97 LAST UPDT: page with number references for the
LAST NAME: SUFFI X: ENMP/ SSAN#: STAT: field explanations.
FIRST: M DDLE: NI CKNAVE:
TI TLE CODE: TITLE:

RESP: OTHER
ACCOUNTI NG UNI T: AU_DESC:

LOCATED:
M.3: M.2: M.1:
LOC CODE:
MAI L CODE: ELEC MAIL:
PH 1. N 2. N 3 N
NET_AUTH: CABLE: INTNL AC:

TELEX: ANSVEK:
VEH CLE 1! VEHI CLE 2: PRINT? Y/N MASTER LOCAL:
VESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU
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NVDMVDO8 STATE OF | LLI NO S- COVPANY P002 07/16/ 00 16:54
NMOEDS10 V4. 2. 0/ POO CORPORATE | NFORVATI ON' DI RECTORY =
UPDATE | NDI VI DUAL LI STI NG
FUNCTION: A 1 EFFECTI VE: 2 LAST UPDT: 3
LAST NaVE: 4 SUFFIX: 5 EwPIssang: 6 STAT: [
FIRST: 8 M DDLE: 9 NI ckNnave: 10
TITLE cope: 11 TITLE 12
rResp: 13 oTHER: 14
ACCOUNTING UNIT: 15 AU DESC: 16
LocaTED: 17
m3: 18 m2: 18 m1: 18
Loc cobe: 19
mval L cooe: 20 ELEC MalL: 21
E-MAIL: 22
PH 1: N 23 2. N 24 3: N 25
NET AUTH. 26 CABLE: 27 INTNL AC. 28
TELEX: 29 Ansvek: 30
VEH cLE 1: 31 VEH CLE 2: 32 PRINT? Y/N MASTER 33 LocAL: 34

MESSAGE: 35
F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER NMENU

‘Individual Record’ Fields

NOTE: The following descriptions are intended to provide general guidelines and recommendations for using the
different fields in the Individual Listing Screen. It is important to follow these descriptions exactly (this applies
especially to capitalization and punctuation) in order to preserve the form and accuracy of the directory. All
MANDATORY fields must be completed. It is recommended that optional information in the non-printing fields be

entered wherever possible.

1. Function System Generated - It will appear as one of the following--
A --  ADD Invoked by pressing F4 -- do not try to add arecord by entering an ‘A’ in the SEL field.
C - CHANGE Update an existing record -- invoked by entering a‘C’ in the SEL field.
D -- DELETE an existing record -- invoked by enteringa‘D’ in the SEL fidd. Confirms
intentions with the message, “ Delete Y or N? _,” beside this symbol.
R -- REINSTATE adeleted record -- invoked by enteringa‘R’ in the SEL field.
2. Eff Date Date the record became active / changed / deleted / reinstated. (System Generated - may be changed to

anything forward of the date inserted by the system). Defaultsto the current date.

3. Lag Updt The initials of the person who last updated the record, and the date and time the record was | ast
updated. (System Generated - cannot changeit)
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4. Last Name

5. Suffix

MANDATORY - Person’s last name. Prints first as the last name in all capitals. Data will be converted
to all uppercase regardless of entry. Dasheswithout proceeding or trailing spaces should be used where
two last names have been combined.
Length = up to 20 al phabetic characters.
If applicable. The“lineage” of theindividual. (Example: Jr., Ill, Sr., etc.). Printsinthedirectory. All
characters are processed as keyed. If capital letters are preferred, they must be keyed as desired.
Length = three alphanumeric characters.

6. Emp/SSAN# Optional. Social Security Number. For agency use only, does not print in the directory, and will only

7. Satus

8. First
name. Key datain upper/lower case - Example: Robert, Thomas, Susan, etc.

9. Middle

10.

11.

12.

13.

14.

15.

16.

17.

Nickname

TitleCode

Title

Resp

Other

appear in change mode not inquiry mode.
Length = nine characters

DO NOT USE -DO NOT DELETE ANY RECORDSWITH EITHERAN“O” ORA“D” IN

THISFIELD. For the State Telephone Operators use ONLY .

MANDATORY Person’sfirst name (may be aninitial - no punctuation). Prints after |ast

Length = up to 16 characters

Optional. Person’s middle name (may be aninitial - no punctuation). Prints after first
name. Key datain upper/lower case.
Length = up to 16 characters

Optional. Person’s preferred name (e.g., Bill instead of William). Thisfield does not print.
Key datain upper/lower case.
Length = up to 16 characters

Optional. Thisfield does not print. (The agency-assigned code for employeetitle)
Optional. Thisfield doesnot print. (Employee'sjob title)
MANDATORY Thisfield isused to note the division or section of theindividual (e.g.
Telecommunications, Executive Office, etc.). Prints below theindividual’sname. Thisfield
contains data that appeared in the last printed directory and appears in the Responsibility field.
Key in upper/lower case.

Length = up to 20 characters.

Optional. Thisfield does not print, agencies may use this for miscellaneous information.

Accounting  MANDATORY Individual’s accounting unit. Accounting Units contain information from the
Unit CUSAS Accounting Codes.

AU Desc.

L ocated

Example 416 - Three-digit CUSAS Code for an agency
55 - Division Code
Length = 10 characters

Description of Accounting Unit. Agency name, system generated, if an AU codeis
entered and the system does not find amach, it will prompt with “AU NOT ON FILE.”

Street Address. System Generated expansion of the MONIES Location Code.
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18.

19.

20.

21.

22,

23.

24

25,

26.

27.

28.

29.

31

32.

ML3,-2,-1 Management Level, three levels of management that may be defined for each AU contained in
the Master File. System Generated from the AU.

LocCode  MANDATORY. A unique code which identifiesthe location of anindividual. The Location Code drives
the address information in al modules of the system.
Length = Up to 17 aphanumeric characters
Mail Code THISFIELD ISUSED FOR DEPARTMENTAL RECORDSAND SPECIAL
CONSIDERATIONSFOR INDIVIDUAL RECORDS. DO NOT USE WITHOUT
CONSULTING THE CMSSTAFF.

Elec Mail Not used.

E-Mail Optional, but recommend to be used. Person’s Internet address. Keyed in upper/lower case, all
special characters allowed except for thetildie (~).

Length = up to 60 characters

Phone 1 MANDATORY. Person’s primary phone number. Thisisthe phone number that will
appear in the printed directory.

Length = 10 digits (areacode = 3, prefix = 3, extension = 4).

Phone 2 Optional. For agency use, could be used for person’ s alternate work number. This phone
number only appears when in the change mode, not in the inquiry mode.

Length = 10 digits (areacode = 3, prefix = 3, extension = 4)

Phone 3 Optional. For agency use, could be used for person’s mobile number, fax number, home phone
number, etc. This phone number only appears on the screen when in the change mode -- not in
the inquiry mode.

Length = 10 digits (areacode = 3, prefix = 3, extension = 4)
NOTE: Phone numbers may not be duplicated. When used, Phone 1, 2, and 3 must be unique.

Net Auth Not used. Length = 10 alphanumeric characters

Cable Not used. Length = 15 al phanumeric characters.

Intnl Ac Optional. Thisisthe primary telephone number for aperson outsidethe U.S. The
International access number that may be used by authorized individualsto place calls
outside the USA.

Length = 14 al phanumeric characters.

Telex Not used. Length = 14 al phanumeric characters.

. Answbk Not used. Length = 17 aphanumeric characters

Vehiclel Optional. Theidentifying number of vehicle(s) assigned to employees who have state car

privileges; or of personal vehicles registered for accessto secured facilities.
Length = up to eight characters
Vehicle2 Optional. Theidentifying number of vehicle(s) assigned to employees who have state car

privileges; or of personal vehicles registered for accessto secured facilities.
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Length = up to eight characters

33. Print? Y/N
MASTER MANDATORY. Indicatesif therecordisto beincluded in the published State of Illinois
Telephone Directory and the Internet. Y =the record will be printed in the directory, posted on
The Internte, and available for inquiry and maintnence. N=the records remains available for
inquiry and maintenance but will not print in adirectory or be posted on the Internet.
34. Print?Y/N MANDATORY. Indicatesif the e-mail address should be published in the directory and posted on the
LOCAL Internet. Thisisan all or nothing choice, the e-mail address can not be published in the directory without
it posted on the Internet, and vise versa. Y = the e-mail address will be printed in the directory and posted
on the Internet. N=the e-mail address available for inquiry and maintenance but will not be print in the
directory or post to the Internet.

Note: Both FieldsPrint Master/Local should bereset to ‘N’ when deleting records so they will not inadvertently show up
in theprinted directory.

35. Message  Optional. For agency use for information or comments as desired. May be used to indicate that an
individual is on a six month leave of absence, etc. The left-hand side of the message field is 30
characters long and may contain any text. However, when arecord is deleted, thisfield is overlaid by a
delete message and calendar date. The right field is 20 characters long and may contain any text.
However, when aperson’s surnameis changed, thisfield is overlaid by their previous surname.

When al required fields are complete, press ENTER. The following options are presented:

To Action

Add the new record to the master Press F5. Therecord is added to the file and the Updated
Individual Listing Screen isredisplayed in add mode.

Return to the previous selection screen PressF3. Theadd is canceled and the Search Listing
Screen is displayed.

Redisplay the update individual listing screen (in Press F9. The cursor returnsto the top of the screen and

case more information is needed) the message “ Continue Input” is displayed.

Redisplay the original blank add record to start Press CLEAR. Thefieldsjust entered are erased and no

over record was updated.

2. Change

NOTE: The'F10’ key acts as atoggle when in the I ndividual Record screen to alternate between the Change and
Delete modes.
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NMDNDOS STATE OF | LLI NO S- COWPANY P002 07/ 21/ 00
]N;‘\;/'OZESSO7 V4. 2.0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

DI RECTORY SELECTI ON MENU

UPDATE
SEARCH SELECTI ONS:
1 NAME 10 RESP
2 PHONETI C 11 OTHER
3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE
5 LOCATI ON CODE 14 TELEX
6 MAI L CODE 15 ANSVBK
7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM  DATA (UP TO THREE SELECTI ONS)
01 JONES
04 416

F1=HELP F2=SWAP F3=Cl D MENU

F12=MONI ES MASTER MENU

NVDVDO6 STATE OF ILLI NO S- COMPANY P002 07/ 16/ 00
14: 56

NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON' DI RECTORY ==>
UPDATE seArcH BY JONES 416 PAGE 1
SEL  NAME AU PHONE NO MAI L
CODE

4165531999 217-524-4244
USI LSPF1J001000

4163050999 217-782-7722
USI LSPFSB005519

_ JONES, Alex J.
_ JONES, Julia

JONES, Linda 4163070999 217-785-9086
USI LSPFSB005503
_ JONES, Marilyn 4163015999 217-524-8701
USI LSPFSB005501 REC REI NSTATED ON
07/07/99

_ JONES- MYERS, Jacquel i ne 4160110999 217-782-5052

USI LSPFSB007704

SEL I =I NQUI RY C=CHANGE D=DELETE R=REI NSTATE
--ADD FUNCTI ONS- -
FA=I NDIV F9=0RG

*** END OF SEARCH ***
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD

NVDMDO6 STATE OF | LLI NO S- COMPANY P002 07/ 21/ 00
15:10

NMCEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

UPDATE SEARCH BY JONES 416 PAGE
1

SEL NAMVE AU PHONE NO MAI L

CODE
_ JONES, Alex J. 4165531999 217-524-4244

USI LSPF1J001000

4163050999 217-782-7722
USI LSPFSB005519

4163070999 217-785-9086
USI LSPFSB005503
4163015999 217-524-8701
USI LSPFSB005501 REC REI NSTATED ON

C JoNES, Julia

C JONES, Linda
_ JONES, Marilyn

07/ 07/ 99
_ JONES- MYERS, Jacquel i ne 4160110999 217-782-5052

USI LSPFSB007704
SEL | =1 NQUI RY C=CHANGE D=DELETE R=REI NSTATE

*** END OF SEARCH *** - - ADD
FUNCTI ONS- -
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD F4=1 NDI V

F9=0RG

To change a directory record, enter
the search criteria the Search
Selection Menu.

Press Enter

The Selected Listing Screen is displayed.

NOTE: When searching by AU, the
first record on the Search Listing
may be a departmental record.

To change arecord, typea‘C’ to the
left of that record.

Press Enter

More than one record on the screen
may be selected. All selected records
are queued (not displayed) and
returned in sequence until complete.
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NVDVDO8 STATE OF | LLI NO S- COVPANY P002 07/ 21/ 00
15: 17
NMOEDS10 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
“““““ UPDATE | NDI VI DUAL LI STI NG
FuncTiOn: C EFFECTI VE: 06 24 88 LAST UPDT: CKP 07/08/92 B
1405 An UPDATE INDIVIDUAL
LAST NAME: JONES SUFFI X: EMP/ SSAN#: STAT: LISTING” reen i ispl in
FIRST: Julia M DDLE: NI CKNAME: STING”  sc . s displayed
TI TLE CODE: _ TITLE: change mode. Fields that may be
RESP: Persnl - Admi n OTHER: ) 7
ACCOUNTI NG UNI T: 4163050999 AU DESC: CMS- BOP- ADM NI STRATI ON changed arethosein green thefields
LOCATED: WM G STRATTON BUI LDI NG b b P th
M3: 416 M.2: 41630 M.1: 4163050 005 RM 519 essed ressin
LOC CODE: US| LSPFSB005519 401 S SPRING can be acc y pressing €
MAI L CODE: ELEC MAI L: SPRI NGFI ELD IL 62706 ‘TAB’ key_
E- MAI L:
PH 1: N 217 782 7722 2: N 3: N
NET AUTH: CABLE: INTNL AC:
TELEX: ANSVBK:
VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER: Y LOCAL: Y
MESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU

F3 will cancel this screen, pressing F5 will save the changes. Either action will bring up the next screen.

NVDMDO8 STATE OF | LLI NO S- COMPANY P002 07/ 21/ 00
15: 40
NMCEDS10 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

UPDATE | NDI VI DUAL LI STI NG

FuncTion: C EFFECTI VE: 03 07 95 LAST UPDT: WW 03/07/95
1404
LAST NAME: JONES SUFFI X: EMP/ SSAN#: STAT:
FIRST: Linda M DDLE: NI CKNAME:
TI TLE CODE: TI TLE:
RESP: Persnl - Upward Mobi | OTHER:
ACCOUNTI NG UNI' T: 4163070999 AU DESC: CMs- BOP- UPWARD MOBI LI TY
LOCATED: WM G STRATTON BUI LDI NG

M.3: 416 M.2: 41630 M.1: 4163070 005 RM 503
LOC CODE: USI LSPFSB005503 401 S SPRI NG
MAI L CODE: ELEC MAI L: SPRI NGFI ELD IL 62706
E- MAI L:
PH 1: N 217 785 9086 2. N 3: N

NET AUTH: CABLE: I NTNL AC:

TELEX: ANSWBK:
VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER Y LOCAL: Y

MESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU

Make correctionsto displayed
record
Press Enter

If more than one record was
requested from the Selection Screen,
the next listing chosen is displayed.
If no additional records were
requested, the Selection Screen
isredisplayed.

Pressing F10 in the individual record will keep the same record and toggle it between the change mode and the del ete

mode.
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NMDNDOS STATE OF | LLI NO S- COWPANY P002 07/ 21/ 00
]N;\S/'OOE%SM V4. 2.0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

UPDATE | NDI VI DUAL LI STI NG

FUNCTN: D DELETE? Y OR N ? EFFECTIVE: 03 07 95 LAST UPDI: WFWO03/07/95 1404

LAST NAME: JONES SUFFIX: __ EMP/SSAN#: STAT:
FIRST: Linda MDDLE: NI CKNAME:
TITLE CODE: TITLE:
RESP: Persnl - Upward Mobi | OTHER: _
ACCOUNTI NG UNI T: 4163070999 AU DESC: CMs- BOP- UPWARD MOBI LI TY
LOCATED: WM G STRATTON BUI LDI NG

M.3: 416 M.2: 41630 M.1: 4163070 005 RM 503
LOC CODE: US| LSPFSB005503 401 S SPRI NG
MAIL CODE: __ ELEC MAIL: SPRI NGFI ELD IL 62706
E- MAI L:
PH 1: N 217 785 9086 20N __ 3 N__

NET AUTH: CABLE: INTNL AC: ___

TELEX:

VEHI CLE 1: Y

MESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU

NVDMDO5 STATE OF | LLI NO S- COMPANY P002 07/ 21/ 00
16: 44

NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
__________ DI RECTORY SELECTI ON MENU UPDATE

SEARCH SELECTI ONS:

1 NAME 10 RESP

2 PHONETI C 11 OTHER

3 FI RST NAME 12 NET AUTH

4 AU CODE 13 CABLE

5 LOCATI ON CODE 14 TELEX

6 MAI L CODE 15 ANSVBK

7 PHONE NUMBER 16 VEHI CLE 1

8 TITLE 17 VEHI CLE 2

9 TI TLE CODE
NUM DATA (UP TO THREE SELECTI ONS)
01 JONES
04 416

F1=HELP F2=SWAP F3=Cl D MENU F12=MONI ES MASTER MENU

The selected screen is displayed.

The LAST UPDT field (at the top
right of the screen) is protected. This
field notes the date and time at which
modifications were previously made
to this record, and includes the
initials of the individual who made the
changes.

3. Delete

To delete adirectory record, type
the search criteria on the Search
Selection Menu.

Press Enter
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NVDVDOS STATE OF ILLINO S- COVPANY P002 07/ 16/ 00
NMOEDSO7 V4.2.0/PO0  CORPORATE | NFORMATI ON DI RECTORY ==> On the applicable selection
_U_F_’_D_A_'I_'_E__ searcH BY JONES 416 PAGE 1 screen, typea’ I_:)’ I_n_thefleld to

the | eft of each individual record
SEL  NAME AU PHONE NO MAI L
CODE to delete.
JONES, Alex J. 4165531999 217- 524- 4244

- Usl LSPF1J001000 Press Enter

D JoNEs, Julia 4163050999 217-782-7722

US| LSPFSB005519
_ JONES, Linda 4163070999 217- 785- 9086
US| LSPFSB005503
4163015999 217-524- 8701
US| LSPFSB005501  REC REI NSTATED ON

D JONES, Marilyn

07/ 07/ 94

_ JONES- MYERS, Jacquel i ne 4160110999 217-782-5052

USI LSPFSB007704

SEL | =1 NQUI RY C=CHANGE D=DELETE R=REI NSTATE
- - ADD FUNCTI ONS- -
FA=INDIV F9=0RG

*** END OF SEARCH ***

F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD

NVDVDO8 STATE OF I LLI NO S- COWANY P002 07/ 21/ 00
16: 48
NMOEDS10 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>

UPDATE | NDI VI DUAL LI STI NG

FUNCTN: D DELETE? Y R N _ EFFECTIVE: 06 24 88 LAST UPDT: CKP 07/08/92 1405

LAST NAME: JONES SUFFI X: EMP/ SSAN#: STAT:
FIRST: Julia M DDLE: NI CKNAME:
TI TLE CODE: TI TLE:

RESP: Persnl - Adnmi n OTHER:

AU DESC: CMS- BOP- ADM NI STRATI ON
LOCATED: WM G STRATTON BUI LDI NG

ACCOUNTI NG UNI'T: 4163050999

M.3: 416 M.2: 41630 M.1: 4163050 005 RM 519
LOC CODE: USI LSPFSB005519 401 S SPRI NG
MAI' L CODE: ELEC MAI L: SPRI NGFI ELD IL 62706
E- MAI L:
PH 1. N 217 782 7722 2: N 3: N

NET AUTH: CABLE: I NTNL AC:

TELEX: ANSWBK:

VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER: Y LOCAL: Y

MESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU

NVDNVDO6 STATE OF | LLI NO S- COVPANY P002 07/ 21/ 00
17: 03
NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON' DI RECTORY ==>
UPDATE SEARCH BY JONES 416 PAGE
1
SEL  NAME AU PHONE NO MAI L
CODE
_ JONES, Alex J. 4165531999 217-524- 4244

USI LSPF1J001000
_ JONES, Julia 4163050999 217- 782- 7722

Usl LSPFSB005519 RECORD DELETED ON 07/21/ 99

_ JONES, Linda 4163070999 217- 785- 9086

US| LSPFSB005503
_ JONES, Marilyn 4163015999 217-524- 8701

USI LSPFSB005501
4160110999 217-782-5052
USI LSPFSB007704

JONES- MYERS, Jacquel i ne

SEL | =I NQUI RY C=CHANGE D=DELETE R=REIl NSTATE

*** END OF SEARCH *** - - ADD
FUNCTI ONS- -

F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD F4=1 NDI V
F9=0RG

An“UPDATE INDIVIDUAL LISTING” screen
isdisplayed in delete mode.

All of the fields on this screen are
protected and may not be changed.
The message "DELETE? (Y or N) __”
appears at the top of the screen.

Typea‘Y’ to flag the record for
deletion.
Press Enter

The Search Listing Screen is
redisplayed with the message
“RECORD DELETED ON 00/00/00
next to the deleted records.

Type ‘N’ to cancel the deleted

request.

Press Enter

If more than one record was requested from
the Selection Screen, the next individual listing

chosen isdisplayed. If no additional records were requested, the Selection Screen is redisplayed.
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4. Reinstate
If arecord isaccidentally deleted it can be reinstated.

NVDMDO5 STATE OF | LLI NO S- COMPANY P002 07/ 25/ 00
08: 53

NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
__________ DI RECTORY SELECTI ON MENU UPDATE

SEARCH SELECTI ONS:

1 NAME 10 RESP

2 PHONETI C 11 OTHER

3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE

5 LOCATI ON CODE 14 TELEX

6 MAI L CODE 15 ANSVBK

7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM  DATA (UP TO THREE SELECTI ONS)
01 JONES_

04 416__

F1=HELP F2=SWAP F3=Cl D MENU F12=MONI ES MASTER MENU

NVDVDO6 STATE OF I LLINO S- COVPANY P002 07/ 25/ 00
09: 01
NMOEDS07 V4. 20/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
“UPDATE SEARCH BY JONES 416
PAGE 1
SEL  NAME AU PHONE NO MAI L
CODE
_ JONES, Alex J. 4165531999 217- 524- 4244
USI LSPF1J001000
R JONES, Julia 4163050999 217- 782- 7722
usl LsPFsB005519 RECORD DELETED ON
07/ 25/ 99
_ JONES, Linda 4163070999 217- 785- 9086
USI LSPFSB005503
_ JONES, Marilyn 4163015999 217- 524- 8701
USI LSPFSB005501
_ JONES- MYERS, Jacquel i ne 4160110999 217- 782- 5052

USI LSPFSB007704

SEL | =1 NQUI RY C=CHANGE D=DELETE R=REI NSTATE

*** END OF SEARCH *** - - ADD
FUNCTI ONS- -

F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD F4=1 NDI V
F9=0RG

NVDMDO8 STATE OF | LLI NO S- COMPANY P002 07/ 25/ 00
09:11
NMOEDS10 V4. 2.0/ P00 CORPORATE | NFORMATI ON DI RECTORY ==>

UPDATE | NDI VI DUAL LI STI NG

FUNCTN: R REI NSTATE?Y/ N Y EFFECTIVE: 06 24 88 LST UPDT: MAT 07/25/97
0901

LAST NAME: JONES SUFFI X: EMP/ SSAN#: STAT:
FIRST: Julia M DDLE: NI CKNAME:
TI TLE CODE: TI TLE:
RESP: Persnl - Adnmi n OTHER:
ACCOUNTI NG UNI T: 4163050999 AU DESC: CMs- BOP- ADM NI STRATI ON
LOCATED: WM G STRATTON BUI LDI NG

M.3: 416 M.2: 41630 M.1: 4163050 005 RM 519
LOC CODE: USI LSPFSB005519 401 S SPRI NG
MAI L CODE: ELEC MAI L: SPRI NGFI ELD IL 62706
E- MAI L:
PH 1: N 217 782 7722 2. N 3: N

NET AUTH: CABLE: I NTNL AC:

TELEX: ANSWBK:
VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER Y LOCAL: Y

MESSAGE: RECORD DELETED ON 07/ 25/ 97

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F5- UPDATE F12=MASTER MENU

Enter the selection menu of the
maintenance mode for the record
deleted

To bring the record back to
active status, enter an R’ (for
‘reinstate’) inthe Sel field to the
left of the name
Press ‘Enter’ to go to the
Reinstate Screen

Enter ‘Y’ inthe Function Field to
answer yes to the prompt to
confirm reinstatement.

PressF5 to update thefile.
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The Search Listing screen confirms that the record has been reinstated.

NVDNVDO6 STATE OF I LLI NO S- COVPANY P002 07/ 25/ 00
09: 21
NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON' DI RECTORY ==>
UPDATE SEARCH BY JONES 416 PAGE
1
SEL  NAME AU PHONE NO MAI L
CODE
_ JONES, Alex J. 4165531999 217-524- 4244

USI LSPF1J001000
_JONES, Julia 4163050999 217-782- 7722

usl LsPFsB005519  REC REI NSTATED ON

07/ 25/ 99
_ JONES, Linda 4163070999 217- 785- 9086

USI LSPFSB005503
_ JONES, Marilyn 4163015999 217- 524- 8701

USI LSPFSB005501
_ JONES- MYERS, Jacquel i ne 4160110999 217- 782- 5052

USI LSPFSB007704

SEL | =I NQUI RY C=CHANGE D=DELETE R=REI NSTATE

*** END OF SEARCH *** - - ADD
FUNCTI ONS- -

F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD F4=1 NDI V
F9=0RG

NVDVDO5 STATE OF I LLI NO S- COWANY P002 07/ 21/ 00
16: 44

NMOEDSO07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
__________ DI RECTORY SELECTI ON MENU UPDATE

SEARCH SELECTI ONS:

1 NAMVE 10 RESP

2 PHONETI C 11 OTHER

3 FI RST NAME 12 NET AUTH
4 AU CODE 13 CABLE

5 LOCATI ON CODE 14 TELEX

6 MAI L CODE 15 ANSVBK

7 PHONE NUMBER 16 VEHI CLE 1
8 TITLE 17 VEHI CLE 2
9 TI TLE CODE

NUM DATA (UP TO THREE SELECTI ONS)
01 JONES
04 416

F1=HELP F2=SWAP F3=CI D MENU F12=MONI ES MASTER MENU

The Select Listing Screen is displayed.

5. Inquire

To inquire a directory record,
type the search criteria on the
Directory Selection Menu

Press Enter
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NVDVDO 6 STATE OF | LLI NO S- COWPANY P002 07/ 16/ 00
14: 56
NMOEDS07 V4. 2. 0/ POO CORPORATE | NFORMATI ON DI RECTORY ==>
__________ N A
UPDATE sEArRcH BY JONES 416 PAGE 1 - Toinquirearecord, typean‘I" in
the field to the left of each record
SEL NAMVE AU PHONE NO MAI L
CODE Press Enter
_ JONES, Alex J. 4165531999 217-524-4244
USI LSPF1J001000
_ JONES, Julia 4163050999 217-782-7722
USI LSPFSB005519
| JONES, Linda 4163070999 217-785-9086
USI LSPFSB005503
_ JONES, Marilyn 4163015999 217-524-8701
USI LSPFSB005501 REC REI NSTATED ON
07/ 07/ 94
_ JONES- MYERS, Jacquel i ne 4160110999 217-782-5052

USI LSPFSB007704

SEL | =1 NQUI RY C=CHANGE D=DELETE R=RElI NSTATE
*+* END OF SEARCH *** --ADD FUNCTI ONS- -
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD FA=INDIV F9=CRG

If the selected record is that of an individual,
the “INQUIRY INDIVIDUAL LISTING” screen is displayed. If the selected record is that of a departmental, the Inquiry
“DEPARTMENTAL LIST” screenisdisplayed. The displayed fields are protected and may not be changed.

NVDMDO8 STATE OF | LLI NO S- COMPANY P002 07/22/ 00
10: 21
NMOEDS10 V4. 2.0/ P00 CORPORATE | NFORMATI ON DI RECTORY ==>

I NQUI RY | NDI VI DUAL LI STI NG

FUNCTI ON: | EFFECTI VE: 03 07 95 LAST UPDT: WFW 03/07/95
1404
LAST NAME: JONES SUFFI X: EMP/ SSAN#: STAT:
FIRST: Linda M DDLE: NI CKNAME:
TI TLE CODE: TI TLE:
RESP: Persnl -Upward Mobi | OTHER:
ACCOUNTI NG UNI'T: 4163070999 AU DESC: CMs- BOP- UPWARD MOBI LI TY
LOCATED: WM G STRATTON BUI LDI NG

M.3: 416 M.2: 41630 M.1: 4163070 005 RM 503
LOC CODE: USI LSPFSB005503 401 S SPRI NG
MAI L CODE: ELEC MAI L: SPRI NGFI ELD IL 62706
PH 1: N 217 785 9086 2: 3:

NET AUTH: CABLE: I NTNL AC:

TELEX: ANSWBK:

VEHI CLE 1: VEHI CLE 2: PRINT? Y/N MASTER Y LOCAL: Y
MESSAGE:

F1=HELP F2=SWAP F3=CANCEL F4=SEARCH MENU F12=MASTER MENU
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V. DEPARTMENTAL RECORDS

A. Overview

The portion of the State of Illinois Telephone Directory containing departmental records has four columns of data. Three
of the four columns vary as to the type of data each contains. The same field may contain an individual name for an
agency and the next agency will use the same column for county, district, park, etc. The simplest approach to address the
variety of usesfor each columnisto use the text lines. The text lines will be the source of the columnar information. Text
line one information will be used to populate column one, text line two for column two etc. The information contained on
thetext lineswill appear in the directory just asit is keyed.

The agency subtitles (Chicago, Springfield, Statewide, etc.) should contain the subtitle heading after the agency three-digit
prefix and dash or the “Name 1:” line and text line one. The phone number is a required field and should be filled with all
nine’ s or the agency’ s personnel phone number for titles and subtitles.

The first three letters of the agency name will be used in the field labeled “NAME 1.” followed by a dash (-) and the first
full word(s) from either the agency title, subtitle, or individual listing datain column one. This same datawill also appear in
itsentirety on line 1 of the text area.

The status code for departmental recordsis always an astrisk ‘*’.

The“MAIL CODE” field is used to identify the al phabetic order of each agency, the grouping within the agency, boldness
of print, and the sequence of each record, aswell asthe agency title.

MAIL CODE fields are used asfollows:
1. Columns 1-3indicate the alphabetic order of each agency.
2. Column 4 indicates the grouping within each agency.
A —for agency title only
B-Z for each subtitle group (Chicago, Springfield, Statewide, etc.)
3. Column 5 indicates the boldness of print.
1 —for the agency titles
2 —for the agency subtitles (Chicago, Springfield, Statewide, etc.)
3—for the bureau / division



C IVI S\/l ONIES CORPORATE DIRECTORY

Inquiry and Maintenance Procedures Page 39

4 —for theindividual listings

4. Columns 6-10 indicate the sequence.
Agency titleswill always be 00000 — to print in column one
Subtitleswill be 00001 — 00009 to be centered

Individual listings within each group will begin with 00010 and increment by 00010 to print in column
one, just asthey are keyed on the text lines.

The AU code for al departmental records will be the first three digits of the agency AU only, not the entire AU number.
Thelocation codes for these records will alwaysbe“APIL.” Neither the agency AU nor the location codes will be used to
print the departmental records. The AU code is used for security purposes only, and the location code will always be
APIL toindicate adepartmental record and print the address that appears in the text lines.

The“NAME 1.” field will always have the first three digits of the “MAIL CODE” field, followed by a dash (-), followed by

‘AGENCY" for the first record, for subsequent records as much of the text line that will fit in the “NAME 1:” field follows
thedash. “NAME” 2, 3 and 4 lines are not used.

The“E-MAIL” field may be used on the AGENCY record for the main Internet address for the agency.

The“TEXT” lines are the lines that print in the departmental portion of the directory. Each text line represents a separate

column, with the “PH 1: N” field being the fourth and last column. The text must be entered excatly as it appears in the
directory, upper/lower case with the proper puncunation.

The following will illustrate how the “MAIL CODE” determines the order of each record, and explains the fields needed to
update the departmental records.

NMDMDO05 STATE OF ILLINOIS-COMPANY P002 02/18/00 11:18
NMOEDSO07 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY ==>
DIRECTORY SELECTION MENU UPDATE

SEARCH SELECTIONS:

1 NAME 10 RESP - In the Maintenance/Update mode,
2 PHONETIC 11 OTHER H H ‘ ’ H

3 FIRST NAME 12 NET AUTH search_w_lth selection ‘06’ and the first
4 AU CODE 13 CABLE three digits of the*MAIL CODE.”

5 LOCATION CODE 14 TELEX

6 MAIL CODE 15 ANSWBK

7 PHONE NUMBER 16 VEHICLE 1

8 TITLE 17 VEHICLE 2

9 TITLE CODE

NUM DATA (UP TO THREE SELECTIONS)
06 CEN

F1=HELP F2=SWAP F3=EXIT F12=MONIES MASTER MENU
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NMDMDO6 STATE OF ILLINOIS-COMPANY P002 02/18/00 15:16
NMOEDS07 V4.20/P00  CORPORATE INFORMATION DIRECTORY ==>
UPDATE SEARCH BY CEN PAGE 1 :
This search pulls up al
SEL NAME AU PHONE NO MAIL CODE departmental records by
C CEN-AGENCY 416 9999990999  CENA100000 .
= APIL “MAILCODE", alphabetical
_ CEN-GENERAL NFORMATION 416 312-793-3500  CENB200001 order by the fourth digit in
_ CEN-SPRINGFIELD OPERATORS 416 217-7822000  CENB400010 the mail code field. Agency
APIL . :
_ CEN-EMERGENCY ASSISTANCE INFO 416 217-782-2000  CENB400020 title recor_d first followed by
APIL each subtitle record.
_ CEN-CHICAGO 416 9999999999  CENC200001
APIL
_ CEN-OFFICE OF THE DIRECTOR 416 999-999-9999  CENC300010
APIL
_ CEN-BUREAU OF COMMUNICATION AN 416 312-999-9999  CENC300070
APIL
SEL I=INQUIRY C=CHANGE D=DELETE R=REINSTATE ECF==>A=APPT M=IN MAIL P=PHONE
--ADD FUNCTIONS--
F1=HELP F2=SWAP F7=BACKWARD F8=FORWARD F10=ECF COMPOSE F4=INDIV F9=ORG

NMDMD04 STATE OF ILLINOIS-COMPANY P002 02/22/00 08:50
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY =>
UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 08 24 88 LAST UPDT: EMF 01-14-92 0804
NAME 1: CEN-AGENCY STATUS: *
NAME 2: ACCT UNIT: 416
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:

LOC CODE: APIL
MAIL CODE: CENA100000 ELEC MAIL:

PH1: N9999999999 2N__ _ _  3ZN____
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWEK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE: CEN-AGENC1

TEXT: E-MAIL: http:/Awww state.il.us/cms
1: CENTRAL MANAGEMENT SERVICES, DEPARTM ENT OF
2
3

4:

5:

LOCATION ZONE RECORD NOT FOUND

F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

In the agency title record
the “NAME 1." fidd will
aways start with the
agency code followed by a
dash ()“AGENCY.”

“ACCT UNIT:” aways the
first three (3) the digits of
the agency AU, “LOC
CODE:” always‘APIL.

“MAIL CODE” will be the
agency code ‘A’ for the
agnecy title ‘1’ for the
boldness of the print, and
‘00000’ for sequence.

The “E-MAIL" field is sixty characters long to be used for the agency’s Internet address, keyed as it will

appear, upper/lower case.
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NMDMDO04 STATE OF ILLINOIS-COMPANY P002 02/22/00 08:50 . .
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY => In the title and subtitle records the

UPDATE ORGANIZATION LIST ; i

FUNCTION: C EFFECTIVE: 08 24 88 LAST UPDT: EMF 01-14-92 0804 phone number will not print.
NAME 1: CEN-AGENCY STATUS: *
NAME 2: ACCT UNIT: 416 . .
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS PRINT? Y/N MASTER: LOCAL:
NAME 4: LOCATED: LOCATION CODE NOT FOUND must al ways be“Y.”
ML3: ML2: MLL:

LOC CODE: APIL
MAIL CODE: CENA100000 ELEC MAIL:

PH1: N9999999999 2N__ _ _ 3ZN___
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE,

TEXT: E-MAIL: http/Aww.state.il.us/cms
1: CENTRAL MANAGEMENT SERVICES, DEPARTM ENT OF
2:
3
4

BMDO4  STATEOFILLINOISCOMPANYPQO2  02/22/00 09:11
IOBO8DI0M ZOMBRECORD NOT FRIGHPORATE INFORMATION ==>
F1=HELP F2=SWAP F3=CANCEL R4rSEIEQHGNNIENTION LIST

- o — . E— s .
NAME 1: CEN-GENERAL INFORMATION STATUS: *

NAME 2: ACCT UNIT: 416

NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS

NAME 4: LOCATED: LOCATION CODE NOT FOUND

ML3: ML2: ML1:

LOC CODE: APIL
MAIL CODE: CENB200001 ELEC MAIL:

PH 1: N 312 793 3500 2:N 3N
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT: E-MAIL:
1: GENERAL INFORMATION
2:
3
4:
5:

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

NMDMDO04 STATE OF ILLINOIS-COMPANY P002 02/23/00 15:14
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY =>

UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 09 19 89 L AST UPDT: SMD 09-23-94 1142
NAME 1: CEN-SPRINGFIELD OPERATORS  STATUS: *
NAME 2: ACCT UNIT: 416
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:

LOC CODE: APIL
MAIL CODE: CENB400010 ELEC MAIL:

PH1: N2177822000 2N___ _ 3N___
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT:  E-MAIL:

1: STATE OF ILLINOIS SPRINGFIELD OPERAT ORS (24 H
2: OUR NUMBER)
3
4
5

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

The “TEXT” fields are the lines that
print in the directory. Must be
entered in upper/lower case with
puncation as desired. These lines
will print excatly asthey are keyed.

The “B” in the “MAIL CODFE"
column 4 indicates the first subtitle

group.

The “2' in column 5 of the MAIL
CODE indicates the boldness of
print.

Column 6 thru 10 indicates the
sequence of the subtitle.

The*“4” in column 5 indicates thisis
an individual listing under the
subtitle of “B” (the fourth position
of the Mail Code).

Column 6 thru 10 indicates the
sequence of the individual listing.
Incrementing by ten will allow for
inserting records as needed in the
future. The phone number in the
individual listing will print.
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NMDMDO04 STATE OF ILLINOIS-COMPANY P002
NMOEDS04 V4.2.0/P00

02/23/00 15:19
CORPORATE INFORMATION DIRECTORY =>
UPDATE ORGANIZATION LIST

FUNCTION: C EFFECTIVE: 05 29 91 LAST UPDT: CMG 08-11-99 1051
NAME 1: CEN-EMERGENCY ASSISTANCE INFO STATUS: *

NAME 2: ACCT UNIT: 416

NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND

ML3: ML2: ML1:

LOC CODE: APIL

MAIL CODE: CENB400020 ELEC MAIL:

PH1: N2177822000 2N___ _ 3N___
NET AUTH: CABLE: INTNL AC:

TELEX: ANSWBK:

PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT: E-MAIL:
1: EMERGENCY ASSISTANCE (VOICE & TTY)
2:
3: 120 W JEFFERSON, FL 1, 62702-5103
4:
5:

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

NMDMDO04 STATE OF ILLINOIS-COMPANY P002 02/23/00 15:24
NMOEDS04 V4.2.0/P00  CORPORATE INFORMATION DIRECTORY ==>
UPDATE ORGANIZATION LIST

FUNCTION: C EFFECTIVE: 09 11 89 LAST UPDT: EMF 09-20-89 0728
NAME 1: CEN-CHICAGO STATUS: *

NAME 2: ACCT UNIT: 416

NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND

ML3: ML2: ML1:

LOC CODE: APIL

MAIL CODE: CENC200001 ELEC MAIL:

PH1: N9999999999 2N___ _  3IN____
NET AUTH: CABLE: INTNL AC:

TELEX: ANSWBK:

PRINT? Y/N MASTER: Y LOCAL: Y OTHER:

MESSAGE:

TEXT: E-MAIL:

1: CHICAGO

2:

3
4:
5

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

This is the second
individual listing under the
first subtitle.

“TEXT” Line 1 is the first
column in the directory,
“TEXT” Line 3 is the third
column.

The “C” in the “MAIL
CODFE” column 4
indicates the second
subtitle group.

The “2' in column 5 of
the MAIL CODE
indicates the boldness of
print for agency subtitles.

Column 6 thru 10
indicates the sequence of
the subtitle.
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NMDMD04 STATE OF ILLINOIS-COMPANY P002 03/07/00 14:06
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY ==>

UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 101889  LAST UPDT: EMF 10-18-89 1450 iy
NAME 1: CEN-OFFICE OF THE DIRECTOR ~ STATUS: * The “3 in column 5 of the
NAME 2: ACCT UNIT: 416 MAIL DE indi th
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS co : dicates the
NAME 4: LOCATED: LOCATION CODE NOT FOUND boldness of print for bureau or
ML3: ML2: MLL:

LOC CODE: APIL
MAIL CODE: CENC300010 ELEC MAIL:

PH1: N9999999999 2N__ &N ___
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:

TEXT: E-MAIL:
1: OFFICE OF THE DIRECTOR
2

3
4:
5:

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

divisiontitles.

Column 6 thru 10 indicates the
sequence of the subtitle.

The“C” inthe*MAIL CODE” column 4 indicates the second subtitle group.

NMDMDO04 STATE OF ILLINOIS-COMPANY P002 03/07/00 15:14
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY =>

UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 09 20 89 LAST UPDT: CMG 01-23-98 1042
NAME 1: CEN-DIRECTOR STATUS: *
NAME 2: ACCT UNIT: 416
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:

LOC CODE: APIL
MAIL CODE: CENC400010 ELEC MAIL:
PH1: N 3128142141 2Z2N__ 3N
NET AUTH: CABLE:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT: E-MAIL:
1: DIRECTOR
2: SCHWARTZ, MICHAEL S
3: JRTC, 100 W RANDOLPH, STE 4-400, 606 01-3219
4:
5

— INTNLAC:

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

The “4" in column 5 of the MAIL
CODE indicates an individua
listing.

Column 6 thru 10 indicates the
sequence of therecord.
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NMDMDO04 STATE OF ILLINOIS-COMPANY P002 03/07/00 15:14
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY =>
UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 09 20 89 LAST UPDT: CMG 01-23-98 1042
NAME 1: CEN-ADMINISTRATIVE ASSISTANTSTATUS: *
NAME 2: ACCT UNIT: 416
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:

LOC CODE: APIL
MAIL CODE: CENC400020 ELEC MAIL:

PH1: N3128142141 2N___ _  3N____
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT:  E-MAIL:

1: ADMINISTRATIVE ASSISTANT
2: LOPEZ, DONNA

3: JRTC, 100 W RANDOLPH, STE 4-400, 606 01-3219
4:
5:

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

NMDMDO04 STATE OF ILLINOIS-COMPANY P002 03/07/00 15:01
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY =>

UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 09 20 89 LAST UPDT: SMD 09-16-94 1127
NAME 1: CEN-BUREAU OF COMMUNICATION AN STATUS: *
NAME 2: ACCT UNIT: 416
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:

LOC CODE: APIL

MAIL CODE: CENC300070 ELEC MAIL:

PH 1: N 312999 9999 2Z2N__ 3N
NET AUTH: CABLE:

TELEX: ANSWBK:

PRINT? Y/N MASTER: Y LOCAL: Y OTHER:

MESSAGE: CEN UREAU OF INFORM

TEXT: E-MAIL:

1: BUREAU OF COMMUNICATION AND COMPUTER SERVICES

2:

3

— INTNLAC:

5
LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

NMDMDO04 STATE OF ILLINOIS-COMPANY P002 01/29/01 13:30
NMOEDS04 V4.2.0/P04 CORPORATE INFORMATION DIRECTORY =>

INQUIRY ORGANIZATION LIST
FUNCTION: | EFFECTIVE: 09 20 89 LAST UPDT: WFW 04-13-00 0816

NAME 1: CEN-TELECOMMUNICATIONS DIV~ STATUS: *

LOC CODE: APIL

NAME 2: ACCT UNIT: 416

NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND

ML3: ML2: ML1:

MAIL CODE: CENC400115 ELEC MAIL:

PH 1: N 312 814 5886 2 3
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE: OTHER
TEXT: E-MAIL:

2: SWANSON, RON

4:

1: TELECOMMUNICATIONS DIVISION

3: JRTC, 100 W RANDOLPH, STE 4-500, 606 01-3219

5

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

The “C” in the “MAIL
CODE” column 4 indicates
the second subtitle group.

The “4’ in column 5 of the
MAIL CODE indicates an
individual listing.

Column 6 thru 10 indicates
the sequence of the record.

When the first Text lineis
indented, spaces must be
entered with the space bar.

The “C” in the “MAIL
CODE” column 4 indicates
the second subtitle group.

The “3' in column 5 of the
MAIL CODE indicates
bureau or division,
boldness of print.

Column 6 thru 10 indicates
the sequence of the record
within the subtitle.

The “C” in the “MAIL
CODE” column 4 indicates
the second subtitle group.

The “4’ in column 5 of the
MAIL CODE indicates an
individual listing.

Column 6 thru 10 indicates
the sequence of the record.
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NMDMDO04 STATE OF ILLINOIS-COMPANY P002 03/07/00 15:07
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY ==> The “C" in the “MAIL CODE”
UPDATE ORGANIZATION LIST ..
FUNCTION: C EFFECTIVE: 08 24 88 LAST UPDT: SMD 09-16-94 1127 column 4 indicates the second
NAME 1: CEN-BUREAU OF PERSONNEL ~ STATUS: * ;
NAME 2: ACCT UNIT: 416 subtitle group.
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND

ML3: ML2: ML1:
LOC CODE: APIL
MAIL CODE: CENC300180 ELEC MAIL:

PH 1: N 312999 9999 2ZN__ 0 EN__

NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:

PRINT? Y/N MASTER: Y LOCAL: Y OTHER:

MESSAGE:

TEXT: E-MAIL:

1: BUREAU OF PERSONNEL

2:

3

4:

5:

LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

NMDMDO04 STATE OF ILLINOIS-COMPANY P002 03/07/00 15:09
NMOEDS04 V4.2.0/P00 CORPORATE INFORMATION DIRECTORY =>
UPDATE ORGANIZATION LIST
FUNCTION: C EFFECTIVE: 09 20 89 LAST UPDT: EMF 10-19-89 1339
NAME 1: CEN-BUREAU OF PROPERTY MANAGEM STATUS: *
NAME 2: ACCT UNIT: 416
NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:

LOC CODE: APIL
MAIL CODE: CENC300240 ELEC MAIL:

PH 1: N 999 999 9999 2N IN__
NET AUTH: CABLE: INTNL AC:
TELEX: ANSWBK:
PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT: E-MAIL:

1: BUREAU OF PROPERTY MANAGEMENT
P

NMBMD04 STATE OF ILLINOIS-COMPANY P0Q02 03/07/00 15:13
M@ED_S_OAA&.Z.DZMREQRAIEJNEQBMAIIQN_DLRECTORY ==>
UPDATE ORGANIZATION LIST
UNNMP@N ZONE RECORD NOT FOERHZTIVE: 09 20 89 LAST UPDT: EMF 10-19-89 1339

AME HECEN-BEREAD GBFRDITERT FAMARLEENCY MANS! *

NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND
ML3: ML2: ML1:
LOC CODE: APIL
MAIL CODE: CENC300240 ELEC MAIL:
PH 1: N 999 999 9999 2:N 3:N

NET AUTH: CABLE: INTNL AC:

TELEX: ANSWBK:

PRINT? Y/N MASTER: Y LOCAL: Y OTHER:
MESSAGE:
TEXT: E-MAIL:

1: BUREAU OF PROPERTY MANAGEMENT

2:

3

5
LOCATION ZONE RECORD NOT FOUND
F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

The “3" in column 5 of the MAIL
CODE indicates the Bureau or
Division, boldness of print.

Column 6 thru 10 indicates the
sequence of the record within the
subtitle.

The “C” in the “MAIL CODFE"
column 4 indicates the second
subtitle group.

The “3' in column 5 of the MAIL
CODE indicates the Bureau or
Division, boldness of print.

6 - 10 indicate the sequence of the
record within the subtitle.

The “C” in the “MAIL CODFE"
column 4 indicates the second
subtitle group.

The “3’ in column 5 of the MAIL
CODE indicates the bureau or
division, boldness of print.

6 - 10 indicate the sequence of the
record within the subtitle.
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NMDMDO04 STATE OF ILLINOIS-COMPANY P002 01/29/01 14:02
NMOEDS04 V4.2.0/P04 CORPORATE INFORMATION DIRECTORY =>
INQUIRY ORGANIZATION LIST
FUNCTION: | EFFECTIVE: 09 20 89 LAST UPDT: EMF 09-20-89 0819
NAME 1: CEN-SPRINGFIELD STATUS: *
NAME 2: ACCT UNIT: 416 The “D” in the “MAIL

NAME 3: AU DESC: CEN-AP DIRECTORY ORG RECORDS
NAME 4: LOCATED: LOCATION CODE NOT FOUND

ML3: ML2: ML1:

LOC CODE: APIL

MAIL CODE: CEND200001 ELEC MAIL:

CODE” column 4 indicates
the third subtitle group.

PH 1: N 999 999 9999 2: 3 Wy

NET AUTH: CABLE: INTNL AC: The 2 n CO|umn 5 Of the
TELEX __________ ANSWBK____ MAIL CODE indicates the
PRINT? Y/N MASTER: Y LOCAL: Y OTHER: .

MESSAGE: boldness of print for agency

TEXT: E-MAIL:

1: SPRINGFIELD
2:

4:
5:

LOCATION ZONE RECORD NOT FOUND

subtitles.

Column 6 thru 10 indicates
the sequence of the subtitle.

F1=HELP F2=SWAP F3=CANCEL F4=SELECTION MENU

V1. ADMINISTRATIVE PROCEDURES

A. Continuing Daily Maintenance

The MONIES Directory is uploaded to the Internet each week, both the al phabetical and departmental records. Itishighly
recommened to keep the directory records as current as possible.

B. Annual Update

The Proof List Report can be generated at any time based on individual user needs, and must be requested by the user
through CM S Telecommunications Staff. These reports are a duplicate of the current directory listing with the exeption
they are double-spaced to provide room for manual corrections.
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When preparing to publish a new State of Illinois Telephone Directory, the Department of Central Management Services
will send Proof List Reports to each agency several months ahead of time. Thiswill insure the agencies have enough time
to update the records for printing, to verify the AU and Location Codes exists for each physical office location for their
respective Agency. Any changes, additions, deletions, for Locations Codes will be submitted to CMS
Telecommunications for processing. This information must be submitted in_ memo form to Nancy Dieffenback, CMS
Telecommunications Division, 120 W. Jefferson, FI. 2, Springfield, lllinois 62702. Any changes, additions, deletions for an
AU must be submitted to CMS Administration and Planning for processing. This information must be submitted in memo
formto Norma Dennewitz, CM'S Administration and Planning, 726 South College, Springfield, Illinois 62704.

A Location Codeand AU are MANDATORY for each individual. If no Location Codeislisted, no addresswill be
associated with an individual. If anincorrect Location Codeislisted for an individual, incorrect address information will be
listed for the individual.

NOTE: A printout of all AUsand Location Codesis available for each agency to review for verification.

C. TheFinal Product
Samples of the output from the directory system are attached to each section for your review.

1. Statewide Directory
The State of I1linois Telephone Directory consists of telephone listings for state agencies, universities, boards, and
commissions aswell asindividual employeelistings for state employees. Approximately every two years anew directory
is published.
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1999-2000

State of lllinois
Telephone Directory

George H. Ryan Governor

Published by
Department of Central Management Services
Michael S. Schwartz Director
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a). Departmental Section

[llustration of adepartmental listing.

MSIETHCE {VIIZE B TIE)

OFFICE GF THE DIRECTOR

IETaHE ... ..,
AGERSTANT... ..
ERMAL SEOUMICT & IMEETIGATCOHS
EwTERCAEE BARERY AR Ml
FEMALES AND FEFEDHS wITH D14

MG SEANICED WAHAG R TEL O0A. . . %
PARINsAT O ReE DEVENT SERVILES ULvLEI
LFFICE ALTCRAT IH Y
e PRI CAT[E4S DIT
IFIER PRICEISIND L
PRICUREMERT 5

BRIl B WECSEHGER SERYCES. .

PEOED. ... .. 3 '

BURE AU OF FERSONMEL

TESTIMD & COSELING Drrict
WETERRME
IHICAMATECS ..
LI

BUREAU OF PROFERTY MAHAGEHINT

FACILITIES masdiGimn
JREES 0 THNE IO CEHTER
WEBITAL [FWTTH CIMFLER. .
STATE OF (LLLEEE BRILE G
FEMEAL SNRFLLS FEOPFERT? FROCAAR
LEASLRE DEWISIDN
RAETIESH MATH LEAXIES

OFFICE OF THE DIRECTOR

CEREETEA. ....o.eonnn ..

I I ISTARTIVE B33 I5TART

o TART IVE EE5 15 TT

EXEDUTIVE A1 5Ta8T

SPELIAL EERISTET

ASEISTRST DIAELTN bs
AlEHIGTRETINE NTICTTANT
Loch (OvERUERT eFFL RS

NEMCEATE DIRECTIR.
wpuis] ETRETIVE EREIETART

STRTE OF ILLIHODS SPWIHFLELD OPERETORT {54 HOUA KUARER)
EMERDERCH 5 §

RURE&L DF TWFCRMATION SEAVICES

. SOHWATL, MIGHSEL §
M

CENTRAL MAWAGEMENT SERVICES, DEFARTMENT OF

QEMERAL IHFQRMATION

BUREAU OF COMMLMICATION AND CONFUTER §ERVICES

W, RIIEET HE

SPRENGFIELD

G STANTTON ALDG,
S ETRATTOH BLIG,
5 STINTTOH BLOE,
E STARITOH GLOG,
G ST TOR RO,
GTRTTON BLING.
B,

;]
B
B STRRTTON PLDG,
[
]

CIEFER, MIL] A5zl a
BAATLETT], & MICHARL
DWEATZ, JILL ...

smatras moi,
SRATTON MLOE,

1100 § [LIWSOM, BORIG

H1E 862

100w SWOELFY, ETE 4-d0%, BODY. .. ... ...l

s
TR
s,
BN,
B0,
B 208,
A

2, BIME..

B 0W,
i HE,
A I,

12009 MFFEREDN. FL T BEML ..ol
CHICAGD

SCRERATE, Uit B L JETC, 100 W RAAZOLPH

CHEMEERS . LEITH L oIS s v FHBDLRH,

MOSER, AR, JHTC. 100 ¥ HARDOLPH

CJAPET, Dfebal LI I, N ASADDLPH .
JRETIN, LEHIY. i JHTC. M0 ¥ RRADILPH 5

. .CHLIPINE, IPIHE o JATZ, 0 W RMADILPH L312-El-4 15
LTERFAS, Saiun. . JATT, WY RAADILP . STE 4530, BT, L AN2-Ele-AEE
IR, DMK ...l JATD, 00 W RAADOLP, STE C-ml, GOS0, . J2-EI-ArsT
RTATRE BT R LBITE, OO W AMADILPA, STL -3, BEA1., .312-Bl-SEER
SCELGRTH LIHOE, SITE, 133 ¥ ARSPOLPY, BTE J-300, RDGA1.. JE2-E-SEER
LR, SRR L. ETE, WA w ARADOLPY | COSCOISEE, EDGOT.. L312-ENi-7 158
FTRIAEO8, MATE .. ... ooouoceneie.s o oBITE, T W AKEDILPE, SPL 1B=304. B8O, LA12-EI S
FILGEREY , Q0] . ..ooou... o SITE, 100 W AREDOLPE, STE 3303, .312-B14-1220
L JBARER Jabcy MFE, a8 w AR, STE 3-300_ JE1 =B -G0EE
S AT Ealis A 6 S AR AR ST, W W RRENOLPE, STE 2000, . 3R
WD, W03 W ARMNLPH, GTE 2-300. T4-R458
([UILAT, iNEIEN] LOWRTD, 100 M FRMOELPW, STE 4530, DOS0I. . L A12-014-E0E0
EaiER, LA LTI L HERNITAE, EORTI . LBE-GEI- 1B
TICE. 15, oW SOT0. M H LASALLE, L 313-H1Ee 116D

e RAEE A EEREEY

Six-ANd-4 W

CET
TR
...

317-TRZ -4 128
L21-TE -0
L2111 -E




MONIES CORPORATE DIRECTORY CM

Page 50 Inquiry and Maintenance Procedures

b). Individual Section

The following frame was taken from the al phabetical listing.
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3. Special Reports

Currently, there are several standard reports for the directory available from CMS. If any of these reports are needed,
please make the request through CMS Telecommunications Division, Nancy Diefenback, 120 West Jefferson, Fl. 2,

Springfield, IL 62702,

1. Proof List DoubleLine AlphaList.
This report is a hardcopy list extracted from the directory database, with records sorted alphabetically by last

name. Thisreport isto be used to verify names and phone numbers of individuals within a particular agency.

2. Proof List Double Line Departmental Listing.
This report is a hardcopy list extracted from the directory database, with records sorted as they appear in the

published directory. This report should be used to verify bureau/division names and phone numbers of
individual s within a particul ar bureau/division.

3. AU reports.
Agency AU numbers with the directory description.

4. Location Code by City or by City with Address
This report lists al the three-digit codes for cities (zones), and two-digit codes for addresses (site) within a

Location Code. It is possible to look up the three-digit city codes and/or two-digit address (site) codes on-line.
Thisreport is made available to usersin an effort to assist them in becoming more familiar with the system.



